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IH« management Staff 


1, lha Director of Personnel states tha^ 
of the proposed handbook is necessary because 
detailed procedwas givt.rning separations* 

survey found that regulations - in existence or proposed - do net 
contain sufficient procedural guidance for operating personnel* 
/'‘•oreovor, the Hanagement Staff recommended, pers onnel con 
in, and the deputy Director (Supports approved a 
handbook* 




!l 


2* the proposed handbook shifts responsibility for process- 
ing out separating employees from the Office of Personnel to 
splaying components. *ihis 3a contrary to the ^sacgement S taf f 
r tseossraendfe bio**, concurred in by Fcroonnel and approved ty the DD/fe* 
During the course of the survey, the Office of Personnel was asset 
emphatic in Insisting that Office of Personnel should bo the local 
point for processing, pot, the operating offices. An cm; laying 
component should be responsible dnly for insuring that its Internal 
relationships with the separating employee are concluded* 

3* the proposed handbook defines ’’property® as Including 
equipment, docura®ate, publications and advances of funds* This is 
e confusing definition of property* moreover, this definition does 
not cover other rsla^loncWLpe or obligations which must be con- 
cluded by the separating employee, such as cover arrangements* 


1* the title of the proposed handbook - "Processing Out Pro- 
cedures’* - is not descriptive of th« objective. Suggest "Pro- 
cedures for Processing Separating Agency Employees®* 


$• Paragraph 1 of the proposed handbook states that the hand- 
book applies to "departing agency personnel®* Shis is confusing j 
"departing agency perecmel® could mean employees going on leave 
or and such application is net intended* 

$ m Paragraph 1 refers to accountability for Oovernmeat-ownad 
property in the custody of departing personnel, this should be 
revised to ' elude accountability for, or settlement of, all obli- 
stios® to sad official relationships with CIA. It should, for 
example, include obligations by the Agency to separating emplcyece. 
there have been many eases of this type. 

7. Paragraph ?. fails to extend the handbook to employees 
going on DCS. Such coverage was recommended in the Management Staff 
study* 


SPHI: 
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Paragraph ), daf i ottioa of "property** See paragraph 3 

above. 

9 * Paragraph 3 of the jrqpoaacl handbook ref «rs to Uov^rtmeat 
fasd* w bi«h have bean advanced to bj> -oaila&u^ end not aouousied 
fto* Ski* should also induce other load* for witch th*# «mplqye«j 
**r h*»* ko account (such as overroasts In salary, par di*», 
travel *te.) «« well as obligations If CIA to the separat- 

ing eMployee. 

10. Paragraph 3 r«f«*a to f orm 21, Final .'^naent ti^raBce 
Sheet, tat does not dssoribe wee of the font. Suggest that a »an~ 
pie f orm, prepared in aeoo rds u oe with the t:amctg«n«a& * taff’s reecer* 
nsndatlene, be included as a* attaefeauat t© the propose*! handbook. 

U. Paragraph lie assigns rt epensiM llty for processing out jj«o- 
eeAiree te the <*tp.kQ lug ooHjorumt. the Office of Farsunnel should 
be the local point tor mush processing. See paragraph 2 above, 
baggest that the %sm * operating official* be substitute for *eue» 
poeontF* or * employing eanpondnt*, since a 'tsp^ 11 would include 
e safe-division of * na^er Agency coaponent, and it was net intsa*.*! 
that dapreoessfng take place At, for sxaigd*, the section or brainh 
level. 

If* Paragraph kb of the proposed handbook states that the 
Office of the Comptroller is ^pcnaibla for effecting final settle- 
*£ th.; separating enplsg^sU obilf'etions. this is not tree] 
the Controller has nothing bo do with conclusion of cover arrange- 
■ant* or raters of classified eeenaeate. 

13* faragrsph kc states hat *oth*ir iguaagr components, Mfwr<4 
to herein as office* of reeestl, are mpamiUs for i ssuing clear- 
aneee. . *" this should bo neate spbclfLog "offices of record* (each 
ee logic tie*. Fiscal Pi vision. *tc.) should be owed. The eUtsates 
suggests that all "other Aguty coupon**!#* are offlees of record, 
and this la not tana. 

Ik. $be banag^scad Staff re s e w mfl sd {reco w a wnda tie n 6a fD) 
that the ssplqriag eenponent *netijfr Pt*e swsl, Pinsaae, Fleeel, 
Uglsttas, end Security iane#ate3y # hr telephone, of as anticipated 
separation or B£t» then it is appa r a rt that normal written docu- 
Mentation er notice will not reach these offices at least two weeks 
In advan ce of the separation sr kwUF*. Mo prevision is made in tbs 
proposed handbook for this reetHot^nd&i.ion, which was conc u r r e d in ty 
th* Office of For%f 0DM i.«nd approved the ffi/t . 

35. Paragraph 5a of the proposed handbook Makes no provision for 
ths espleflag office to certify to the slearenee of the separating 
•spier®* os the Form 21, Final Psynent Clearance f heat. this pro- 
vSilen was reesamunded If the HenegeMen^tsff (r«<«»»j®fsdat4on 6» / f 7). 
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3y6* Peragrejh 5a etatta Ih&t nil clearances with Personnel, 

5 eeurity, and the G<**ptroll«r *ust bb obtained by the teg ley ee 

• this should he n /lawu to require personal clearance 
with P ersonnel, * eeurHp , Finan.ce end Fiscal Hvl siuna. m rmccm- 
®e»ded ty Manag ament * tafT ( reco»Ei« ncation 6a flJ ) • 

17* the proposed handbook does not provide that the depreciat- 
ing will be completed, vhenever possible, on the day before Final 
eeparatlon. This wen rt ccaew wied ty v arw 4 -'«s*nt htaff Crecowwenda- 
tion 6a /rj)m 

18. Paragraph 7o atataa fist when «u employ eu separates ovsr- 
sees, the headquarter* taplcyluf ce*spow«t will obtain trm Central 
Processing branch tin clearance obtained * during the processing 
out when the individual was departing tor hie PCS aarlgnstcat over- 
seas*. However, the handbook does net require any dcproeessi ng for 
employees going overs* as PCS (net our paragraph 7 above}. ^eeuRlrg 
thara ware etseh d«|roceeaing prior to overseas departure, tha 
«"pl*f«-» , a oblitailnns suy havu ekanged lay the- tine he separated 
overseas, m that the previous eletrancta would not be wild. hueh 
ciunm at headquarter* should be muhh snow wh m the mp lcyea 
separate oversea®, hewtvtr, m prevision la aide in this paragraph 
ffr clearance at hindquarters Jor tha employee aba was aiv*r pt=r- 
msneatly employed at h eadcnarti ra , av«n though In »i*jy have incurred 
headquarters obligations whlla on tiff. 

29m fo provision la men* la tha proposed handbook Far han&ga* 
a^t Ftaff recosogendatlcn 6a that the field notify headquarters 

tgr aabla or dispatch regarding: outstanding obligations or un set tied 
relationship* Incurred overseas hy the employee who is returning to 
headquarters to separate or go on CHOP* 
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